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INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst, Management Systems Division
3. Dept., Division, Subdivision & Administering Otfice Address | FOR RECORDS MA_I‘}FAGEMENT DIVISION USE
: ' ' Date Received . Application No. Date Completed
MARTA ‘ MNY 20 1977
Division of Contracts and Procurement : 7 7-12 J wmar 26 1977
Contract Control Branch
: 1. Applrcatnon 2. Dept. Apphcatton No.
401 West Peachtree Street, N.E. :
Atlanta, Georgia 30308 “MAY 20 197?
4 4. Person to Conitact 3 Workmg Title 6. Telephone Number
Joann L. Bahn Contract Control Manager 586-5269
“7_ Action Requestaj - - - - mE T R R B R
a. [ Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no'?urther accumulation anticipated. .
¢. O Amend Application No. Check One: {1 Change: [ Supercede: O Void

8. Dates of Series 9. Records Series Title {followed by title used in office; if different]

Earliest Latest

May, 1977 Present Vendor Information Packages File

10. Division and Office Function What is the function of the Dwmon and the Office in which this his record series is created7

The Division of Contracts and Procurement is responsible for the development,
maintenance, and implementation of Authority-wide purchasing procedures,
consultant selection procedures, contracting procedures, contract administra-
tion procedures, and all competitive bidding on contracts under the MARTA
Act.

Contract Control Branch is responsible for management of all official
contract records, Vendor Reporting System, vendor relations, legal ads,
defined portions of the MARTOC Report, defined portions of adnlnlstratlve
purchasing and public relations.
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11. Record Series Description This file contains the following.ddcuments finclude form numbers and titles, if any):
o Attach samples of the file.
Documents relating to: ~Vendor Quallflcatlon and Information Automated System,
Included are: -Form No. 0848, Vendor Information Sheet, completed by
vendor. ' v : :

~-Form No, 0888, Items Supplied List, checked by vendor.

13. Annual Rate of Accumulation of Records

Letter-size drawers

File is arranged: -In vendor number sequence.

12, Mfo‘r;irt_n—lﬁ; Reference Rate How often are recarzzl'; referred to which are: T T R
One to six months old ___ NE€VEr ; Seven to twelve months old —— e .. ;Thirteen to twenty-four months old ;
twenty-five monthsandolder . . . _ . ? .

~_.;Legal-sizedrawers ______ ;Shelves ______:OQther specify) ___ ZU_I_lknOWII —_hnew f‘:_i‘_le
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YES NO | 14. Questionnaire {Place an X" in the proper column]) . - . _
a. s this the official copy of the series? '
X If not, where is it? '] ) . s _
b. Does the series contain conhdentual mformatnon requiring security handling? If yes, cite law or regulanon '
| _ x R e L A S
X c. Is this a vital record? | g . [ L -
X B d Does this senes have hlstoncal or Iong term research vaiue? | ' o o
X e. When one or two documents in the hle make it necessary to keep the entire file for a Iong penod could these documents be
scheduled separately? ' . o
X f. Is the information contalned in thls serles ever pubhshed? if yes, attach copy. NEW SYSTEM
9. Is the information contamed in this series ever analyzed and/or recorded in a summarized report?
X If yes, attach copy. AUTOMATED SYSTEM -
h. ls there a duplication of this series in your office, or in another office or agency?
X If yes, where? o
X i Is this series for a major portion of it} regularly microfilmed? .
X j. Does the record series result in a computer printout? ) ]
15. Retention Requirements 4t The followmg requires the series to be kept:
a. State Law 'years. d. Audit period ' years,
b. Statute of limitation .. __ | . . e _ years, e. Administrative need - _Q_IEOS_._ﬂ_ vears.
¢. Federal law years. f. Federal rete,ntipn instructions years.
Attach copy or excert of laws or regulations. Explain administrative need. :
B | . ]
16. Approved Disposition Instructions This agency recornmends that the file series be cut off at the end of each:
O calendar Year; [J Fiscal Year; [XOther June 30 and Dec. 0 then,
] Hold in the current files area ____month(s) — yearls); then
O Transfer to local holding area; hold - year(s); then
[X Transfer to MB¥Records Center; hold two year(s); then
= Destroy.
{J Transfer to State Archives for permanent retention. .
O Other (Specify) :
These instructions apply to all prior and future accumulations of the series.
N {Indicate briefly rationale for recommendations above/or write additionat remarks):
17. APPROVALS
Approved Department Records Management Officer Date Appjoved Legal Counsel Dat
sy0-77 U O«&Nﬁﬁ/ | ‘ /7/’!
Date A%wo d ivisnon of Audit m Ddre
- g--
at/ proved Dep rtment of Archives and Historv Date
.- /7/ ﬂmﬁ-&e/ —  $7/13)7 Z
Date Approved MARTA Management Advisory Committee Date
377 /




